
Online Registration Center (ORC)  
Instructor Profile (for Course Coordinators) 
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Instructor Profile Access 

∎ Before you gain access to the ORC, you 
must have from permission from your 
Service Lead 

∎ The Service Lead will provide your name 
and email to the CE/ORC Team at 
pspcourses@bah.com 

∎ You will receive an email from PSP 
COURSES with  a link to your Instructor 
Profile  

∎ Click on the link to get to the Instructor 
sign on page 

∎ You sign on with your email address as 
your Instructor ID  and the password in the 
email 

∎ Link to the Instructor Profile Logon:  
https://www.onlineregistrationcenter.com/
trainer_login.asp?m=250  

∎ SAVE THIS LINK AS A FAVORITES as it is 
how you access all your modules 
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ORC Instructor Profile 

∎ Information denoted with an * is 

mandatory 

∎ Company is the name of the 
Military Treatment Facility (MTF) 
where you work 

∎ Enter the State of the MTF 

∎ Enter the Country of the MTF 

∎ Your email is your logon ID 
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∎ After entering your email and 
password, you will be directed 
to the My Modules/Events 
page 

∎ All your modules will be listed 
here 

∎ Click on the icon to the  
far right to access module 
management controls 

∎ Click on a module name to 
access that modules’ 
registration page 

My Modules 
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∎ Attendance must be tracked within 48 
hours of course closure, failure to do so 
will make the course ineligible for CE 
credit 

∎ From the home screen, click on the icon 
to the far right to access module 
management controls  

∎ Once in the module, click on the  
Track Attendance tab on the left 

∎ Check the box in the  
Attend. Column for any attendee who 
was at all contact hours (did not leave 
early, did not arrive late) 

∎ Click Update Attendance to save all 
tracked attendance 

Track Attendance 
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∎ Shows who has been sent an evaluation and 
provides an opportunity to send out the 
post-activity evaluation 

∎ To send evaluations to all registrants   

 Click the header box in the Feedback 
column 

 A confirmation will popup asking you 
if you want to send to ALL registrants 

 Click OK to send 

∎ To send an evaluation to an individual 
registrant 

 Click the letter icon in the person’s 
row 

 A confirmation will popup asking you 
if you want to send to the one 
registrant 

 Click OK to send 

 

 

 

 

Evaluation Response 
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∎ Click on the Final Roster 
tab on the left 

∎ This will show you a final 
roster of all registrants, 
when they registered, 
whether they attended all 
contact hours of the 
training, and their 
transaction numbers 

∎ Individual certificates of 
completion are 
automatically sent out 
after the event ends to all 
attendees who have 
attended all contact hours 
and can be resent if 
needed by clicking on the 
envelope icon at the far 
right 

Final Roster 
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∎ Click on Sign-In Sheet.  The 
sign in sheet is printed and 
used daily to track attendance 
on site. 

∎ Attendance must be verified 
by someone on-site each day 
of training with name, date 
and time attendance was 
taken 

∎ To print:  right click and select 
print 

∎ Attendees verify their 
information and make updates 
if necessary 

∎ The email is where their CE 
certificate will be sent so it 
MUST be correct 

 

Sign In Sheet 
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∎ Used by Duke University to audit attendance tracking and evaluation submission  

 Eval 1/Eval 2 columns show the date the registrant completed the mandatory evaluation (in this 
example they have not completed an evaluation) 

 Attended column shows if they attended all contact hours (attendance tracked in ORC) 

Duke Report 
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BPSM Custom Field Report 

∎ This screen will show a summary of the custom field data collected for the module registrants  

 

“Medically Ready Force…Ready Medical Force” 10 



∎ This screen is used 
to pull reports for 
registrants who 
have requested a 
Pharmacy credit, 
the ACPE 

 

ACPE Report 
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∎ This screen is not 
used as we do not 
collect fees for our 
activities 

Billing Information  
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Questions? 

Contact the Patient Safety Program CE Team at 

pspcourses@bah.com  
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